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Overview

manual is to provide you with a quick reference guide that will help you
quickly learn how to use the major functions of the Indiana First Steps web
application.

Welcome to the Indiana First Steps Quick Reference Guide. The purpose of this

This manual is a trimmed-down version of the Indiana First Steps Reference Manual, and
was designed to step you through, from the first page to the last, many of the major tasks

that can be performed in the Indiana First Steps web application. The instructions in this

manual are designed from beginning to end.

As you can see, this manual is an excellent resource for quickly gaining an understanding
of the application. The manual is divided into a few distinct areas. Take a minute to look
at the Table of Contents and flip through the manual to familiarize yourself with the
information it holds so that the next time you need a piece of information quickly, you'll
know where to find it.
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Getting Started

Within the help system, navigation buttons are displayed in the panel along the top of the
web page. The online Help features may be accessed on the Help pull-down menu by
selecting Online Help and then Provider. The following list describes each of the
navigation buttons:

Click the & Contents button to access the help system's table of contents.
Click the <% Index button to access the help system's index.
Click the & Search button to access the help system's search function.

Click the &* Glossary button to access the help system's glossary of terms.

i U ¥ & @

Click the @ How Do I button display a list of all How Do I topics within the
help system.

The Contents, Index, Search, and Glossary functions are displayed in a pane on the left-
hand side of the help system web page. The How Do I List is the only exception--it is
displayed in this pane on the right-hand side of the web page.

To navigate to a previously displayed help topic click the web browser's Back button. For
more information on navigating web pages, refer to your web browser's help file.

To print the currently displayed help topic, click the web browser's Print button. For
more information on printing web pages, refer to your browser's help file.



Getting Started

Finding a Help Topic

Use these steps to find a help topic quickly and easily within the help system. There are
four unique ways of locating a help topic. Use the method that you find most useful.

Complete the following steps to find a help topic using the table of contents:

1.

Click the @ Contents button to display the help system's table of contents
panel on the left-hand side of the web page.

2. Browse through the help topics, displayed by category.

3. Click a book @ to display the help topics it contains.

4. Click a page [l to display a selected help topic.

Complete the following steps to find a help topic using the index:

1.

Click the <% Index button to display the help system's index panel on the
left-hand side of the web page.

Browse through the keywords, listed alphabetically. OR Type a keyword
or phrase in the text box to highlight a specific help topic.

Click a keyword in the index to display the help topic.

Complete the following steps to find a help topic using the search:

1.

AR S S A

Click the & Search button to display the help system's search panel on
the left-hand side of the web page.

Type a keyword or phrase in the text box.

Click the m button to begin the search.
Browse through the list of returned topics, sorted alphabetically.
Click a topic in the list to display a selected help topic.

Complete the following steps to find a How Do I help topic using the How Do I List:

1.

Click the & How Do I button to display the help system's How Do [ List on
this side of the web page.

2. Browse through the list of topics, displayed alphabetically.

3. Click a topic in the list to display the selected help topic.

&Note: When you have found the help topic you were looking for using one of the
methods listed above, you can click on the ¥ button to hide the left-hand panel. This is
displayed if using Microsoft Internet Explorer. Closing this frame is not allowed in
Netscape.
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Changing User Password Information

Use these instructions to change your user password information.

“Note: Passwords must be 7 to 10 characters long and must contain at least 1 upper
case character, 1 lower case character, and 1 numeric character.

Complete the following steps to finish these instructions:

1. On the User Options pull-down menu, select the Change Password
menu option. The Change Password page displays.

Change Password

Please enter and confirm wour rew passvord,

Passwords must be 7 to 10 characters long and contain at
least 1uppar case, 1lower casz and 1 rumeric. Ta exit
this page without changing vour password, select the back
buttan,

Current Password #
Hew Password #
Confirn New Password #

“reser B wocc | swmi |

Enter Current Password.

Enter your New Password.

Enter your new password again in Confirm New Password.
Click Submit.

o M~




Billing Entities

Entering or Updating Billing Entity Detail Information

Use these instructions to see how to enter or update detailed information about a billing
entity.

Complete the following steps to finish these instructions:

1. On the Provider Account Management pull-down menu, select the
Billing Entity menu option. The Billing Entity Detail page displays.

Billing Detail | Sitesl Providers | Email Notification | Agreements t Payments |
EBilling Entity Mame EI Agency Tax ID 000001447
Status Aitive Legal Status Agency
Address 11111 Any Strest Phone  993-999-5338

Mobile

Phone2
City COYERLAMD PARK Phone3
State/&p ¥5 66210 Fax 9933865999
Email EmaikPCovansys.Com Contact Contact Person
EFT Status Inadtive

2. Enter or update the following information as necessary:

e Phone

* Mobile

e Phone2

e Phone3

e Fax

e Email

o Contact
3. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be changed.
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Viewing a List of Billing Entity Sites

Use these instructions to view a list of sites associated with a specific billing entity.

On the Billing Entity Detail page, complete the following steps to finish these

instructions:

1. Click the Sites tab. The Billing Entity Sites page displays.

Billing Detall | sites [_Providers [ Emall Notification

[ Agresments | payments |

Sites Flter

|7 shasi At vy

- [ #} Sk CONEACE POrson 11111 Ay Strt CVERLAND PARE, K5 66210 WIS Acthie
-~ L5 St Conkbact Person 11111 Ay Streat OVERLAND PARK, K5 85210 G99-999-5558 Active
B [ 4] She Conbact Person 11111 Ay Strest OVERLAND PARK, K5 84210 HS-359-5050 Aukive
pe) [ #] Sk Conback Persen 11111 ferry Strest CVERLAND PREK, K5 66210 Y99-079-5555 ke
- ﬂ Sk Conback Person 11111 Ay Streek ONERLAND PRRE, K5 66210 999-999-5588 Active
-~ [ 5] She Conbact Porson 11111 Ay Steget OVERLAND PRRE, K3 65210 FI-ITG0E0 Acthvg
,_P ﬂ Sie Conbact Person 11111 Ay Street OVERLAND PRI, K5 86210 499-959-2888 duckive
E e g Ske Conkack Persen 11111 Ay Streek OVERLAND PARE, KS 66210 BO9-000-5EER dukive —
1 B records
" Back |

2. View a list of the sites currently associated with the billing entity in the

Sites table.

«Tip: You can click the Show Active Only check box to view only the sites that are

currently active.




Billing Entities

Viewing and/or Updating a Billing Entity's Site Detail
Information

Use these instructions to view and/or update site-specific detail information for a billing
entity.

On the Billing Entity Sites page, complete the following steps to finish these
instructions:

1. Click the magnifying glass +~ icon in the Detail column for a specific site.
The Site Detail page displays.

/) Site Detail - Microzoft Internet Explorer provided by Covansys

- Site Detail
Description Covansys Kansas Sibe
Status Active Active Date 12[31/1599

Address 11111 Anvy Street FPhone  999-999-3385
Mobile
Phone2
City OVERLAMD PARK Phone3
Stake/Zip K5 66210 Fax 999-085-9959
County Covansys
Emnail  Emad®Covansys.Com Contack Site Contack Person

One or More Provider Accounts may use this Site for -

Payment Site o Correspondence Site Mo
Service Site Yes Admin Only Mo

Resst— ) ilose

“Note: To update the site's detail information, complete the remaining steps in these
instructions.

2. Update the following information as necessary:

e Phone

e Mobile

e Phone2

e Phone3

e Fax

e Email

o Contact
3. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be changed.
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Viewing a List of Billing Entity Providers by Site

Use these instructions to view all the providers who use a specific site for service,
correspondence or payments.

On the Billing Entity Sites page, complete the following steps to finish these
instructions:

1. Click the Providers icon next to a specific site in the Sites table. The
Billing Entity Provider List by Site page displays.

Billing Detail |s1te-gl Providers | Email Notification | Agreements | Payments |

Provider Account Filter

Providers LISt

(Dot | Aiemweme | Fesiee |
/.] Developmenttal[Educational Spec Prorvader D00 447-0344 dltve
,.3 Developmental/Educational Spec Prorvacr DO000 1 447-0404 Atren

2. View a list of the providers currently associated with the site in the
Providers List table.

«Tip: You can click the Show Active Only check box to view only the providers that
are currently active.




Billing Entities

Viewing Detailed Information for a Billing Entity Provider by Site

Use these instructions to view detailed information about a billing entity provider by site.

On the Billing Entity Provider List by Site page, complete the following steps to finish
these instructions:

1. Click the # icon in the Detail column for a specific provider. The Provider
Account Detail page displays.

Acct. Detail | Sites | Provider Email Notification | Agreements l
Provider First Nanve  Provider MI Last Mame Developmental/Educational Spec
Agency/Billing Name  EI Agency
Provider Account 1D 000001 447-0344 Medicaid 1D
Account Active Date 09/13/2001 To Prov. Enrollment Date 03f 1312001
Degres E-Signature On File
Prov. Acct. Address 11111 Any Strest Phone  %%3-999-£338

Mohile
Phone2
City ONERLAND PARK Phone3
State,/2ip K5 66210 Fan 953-386-9999
Email Emad@Covansys, Com
[ Specialty LSt [TBack” |

2. View the provider's detail information.

«Tip: The information displayed on this page is read-only and cannot be changed
within the Provider Account Management system Contact the CRO Provider Enrollment
team to make changes.
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Viewing a List of Billing Entity Providers

Use these instructions to view a list of all the provider accounts that use a specific billing
entity's Tax ID number, and/or to view a list of all the provider accounts whose payments
are paid to a specific billing entity.

On the Billing Entity Sites page, complete the following steps to finish these
instructions:

1. Click the Providers tab. The Billing Entity — Provider List page displays.

Biling Detail | Sites | Providers | Email notification | Agreements | Payments |

Provider Account Fifter

Providers List

4 DevekpmentalfEducational Spe Prersichr 000014470344 Ackive
4 DavebopmentalEducational S Prarvadsr 0000014470404 Arthe
e DervelopmentalfEducational Spec Providar 0001499 70406 Actihg
# DevekpmentalfEducational Spes Frorvidar CON0A144T 041D Active |
~ DevelopmentalfEducational Spes Provder OO0 14470411 Active
1 DevekpmentafEducational Spec Provider 0000014470265 Arthie [
2 DevekpmentolfEducational Spex Fronvider GOD00144 70353 Ative
) DevekpmentafEducational S Provder COD001447-0446 Active
tzas EE

2. View a list of the providers currently associated with the site in the
Providers List table.

«Tip: You can click the Show Active Only check box to view only the providers that
are currently active.

10




Billing Entities

Viewing Detailed Information for a Billing Entity Provider

Use these instructions to view detailed information about a billing entity provider.

On the Billing Entity — Provider List page, complete the following steps to finish these
instructions:

1. Click the # icon in the Detail column for a specific provider. The Provider
Account Detail page displays.

Acct. Detail | Sites | Provider Email Notification | Agreements l
Provider First Nanve  Provider MI Last Mame Developmental/Educational Spec
Agency/Billing Name  EI Agency
Provider Account 1D 000001 447-0344 Medicaid 1D
Account Active Date 09/13/2001 To Prov. Enrollment Date 03f 1312001
Degres E-Signature On File
Prov. Acct. Address 11111 Any Strest Phone  %%3-999-£338

Mohile
Phone2
City OWERLAND PARK Phone3
State,/2ip K5 66210 Fan 953-386-9999
Email Emad@Covansys, Com
" Spedialty List | Back |

2. View the provider's detail information.

«Tip: The information displayed on this page is read-only and cannot be changed.

11
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Viewing and/or Updating a Billing Entity's Email Notifications

Use these instructions to view and/or update a billing entity's email notification triggers.

“Note: Email notifications are sent to the email address listed on the Billing Entity
Detail page. If an email notification is selected and a corresponding email address does
not exist, an email notification will not be sent.

On the Billing Entity — Provider List page, complete the following steps to finish these
instructions:

1. Click the Email Notification tab. The Billing Entity Email Notification
page displays.

Eilling Detail |Siles| Providers i Email Notification I Agreements | Payments |

Seleck the events bo receive the emal natification.

Notify me when...

- Billing Entity
™ Contact Information is updated For Billing or Site

[™ 278-Autharization File is ready for Agency Providers
™ Mewe Agreement Attestation is Required

[™ &35-Remittance Advice File Available For Download
[ Browider Account Inactivabed

[T 277-Claim Status Response Fia is dvalable

|reset | Hack |

2. Update the following check box selections as necessary:

» Contact Information is updated for Billing or Site > By selecting this
notification, an e-mail will be sent to the e-mail address on file when
a change has been made to the contact information.

o 278-Authorization File is ready for Agency Providers > By selecting
this notification, an e-mail will be sent to the e-mail address on file
when a 278 Authorization File is generated. This only applies to
providers who have elected EDI/batch billing.

* New Agreement Attestation is Required > By selecting this
notification, an e-mail will be sent to the e-mail address on file when
the provider has a new agreement to attest.

» 835-Remittance Advice File Available For Download > By selecting
this notification, an e-mail will be sent to the e-mail address on file
when a 835 Remittance Advice File is generated. This only applies
to providers who have elected EDI/batch billing.

» Provider Account Inactivated > By selecting this notification, an e-
mail will be sent to the e-mail address on file when the provider’s
account is inactivated.

3. Click Save.

12




Billing Entities

Viewing and/or Updating a Billing Entity's Payee Agreements

Use these instructions to view and/or update a billing entity's payee agreements.

On the Billing Entity Email Notification page, complete the following steps to finish
these instructions:

1. Click the Agreements tab. The Payee Agreements page displays.

Billing Detail | sites | Providers | Email Notification | Agreements I Payments I

“Eairrent

ket thoe: T Agree™ Erk con the ires e bo visw and confiem For onding agresmeonts dis.

Iolick on the Wiewy link For the e Bes bo view the dogumment provicusy confimed .

0 records

2. To update current payee agreements, select the | Agree link under
Current to view and confirm a specific agreement.

3. To view detailed information about historical payee agreements, select the
PDF link under Historical.

13
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Viewing a List of Payments for a Billing Entity

Use these instructions to view a list of payments associated with a specific billing entity.

On the Payee Agreements page, complete the following steps to finish these

instructions:

1. Click the Payments tab. The Payments page displays.

50194

pilling Detail | sites | providers | [ Agreements | payments I
Payments
Payment Amourt
204595. D6 30/ 2005
204530 06 20/2005
SOHA10 06{15(2005
204286 O 1342005
204163 O 002005
204017 DG DG {2005
203843 064012005
03748 05/25(2005
kL) 05{18{2005
203419 D5{16/2005
203316 051142005
203181 050912005
FAE LS 05{04[2005
202099 0510212005
2027 D2 2005
202666 4§ 25(2005
02558 42012005
02422 04)18{2005
1z34s EHE

515 records [

2. View a list of the payments currently associated with the billing entity in
the Payments table.

14
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Entering or Updating Provider Account Detail Information

Use these instructions to see how to enter or update detailed information about a
provider's account.

«Tip: A provider may have multiple provider accounts if the provider bills for services
using multiple Tax ID numbers.

Complete the following steps to finish these instructions:

1. On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays and then select Billing
Detail.

2. Select the Providers tab and then the magnifying glass icon next to the
provider's name. The Provider Account Detail page displays.

Acct.Detall |_ sites | Provider Email Notification [ Agreements |
Provider First Name  Provider gl | Last Name Developmental/Educational Spec
Agency/Billing Name EI Agency
Provider Account 1D 00000144 7-0344 Medicaid 1D
Account Active Date 09132001 To Prov. Enrollment Date 03/ 13]2001
Degree E-Signature On File
Prov. Acct. Address 11111 &y Streat Phone  %53-999-5338

Mobile
Phone2
Ciky OYERLAND PARK Phone3
State,Zip K5 66210 Fax 953-086-9999
Email Emal@Convansys. Com
Specialty List

3. Enter or update the following information as necessary:

e Phone

e Mobile

e Phone2

e Phone3

e Fax

e Email
4. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be changed.

15
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Viewing a Provider's Specialty List

Use these instructions to see how to view a list of a provider's specialties.

“Note: The provider will need to contact the CRO to make changes to the specialties
associated with the provider account.

On the Provider Account Detail page, complete the following steps to finish these
instructions:

1. Click Specialty List button below the account detail information. The
Specialty List page displays.

ﬁ Specialty List - Microzoft Intemnet Explorer provided by Covansys

Specialty List Filter
¥ Show fictive Only

For Provider Account: Occ onal Therapist, Provider

Ococupational Therapist Pending Credentials 10042004

1 records

2. View the provider's specialties.

«Tip: The information displayed on this page is read-only and cannot be changed.
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Provider Accounts

Viewing a List of Provider Account Sites

Use these instructions to view a list of sites associated with a specific provider account.

“Note: The provider will need to contact the CRO to make changes to the sites used by
the provider account.

On the Provider Account Detail page, complete the following steps to finish these
instructions:

1. Click the Sites tab. The Provider Account — Site List page dlsplays

Acct. Detall | sites I Provider Email Notification [  aAgreements |

Sites Fter

[ Show Active Onky

]

A Address Payment | Correspondence | Senvice “Stelus | Actwe StartDate | Actie End Date
2 LLLLL Aoy Syt OVERLAND PARK, K5 65210 %] 7 @ adin 10/05/2004 06/1312008
42 LLLLL Any Strest OVERLAND PARK, K5 66210 @ ) € e 10/05]2004 06{1342005
1 2 records

2. View a list of the sites currently associated with the provider account in the
table.

«Tip: The information displayed on this page is read-only and cannot be changed.

17
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Viewing a Provider Account's Site Detail Information
Use these instructions to view detailed information about a specific site currently
associated with a provider account.

On the Provider Account — Site List page, complete the following steps to finish these
instructions:

1. Click the +~ icon in the Detail column for a specific site. The Provider
Account - Site Detail page displays.

/] Provider Account - Site Detail - Microsoft Internet Explorer provided by Covansys

- Site Detail
Description Covansys Kansas Sibe
Status Active Active Date 03{14/2002

Address 11111 Anvy Strest Phone  999-999-3388
Mobile
Phone2
City OWERLAMND PARK Phoned
State/Zip K5 66210 Fax 999-555-9999
County Covansys
Ernail  Emal@Ceovansys. Com Contact Site Conkact Person

- One or More Provider Accounts may use this Site for

Payment Site o Correspondence Site  Yes
Service Site Yo Admin Only Mo

2. View the provider account's site detail information.

«Tip: The information displayed on this page is read-only and cannot be changed.

18




Provider Accounts

Viewing and/or Updating a Provider Account's Email
Notifications

Use these instructions to view and/or update a provider account's email notification
triggers.

£Note: Email notifications are sent to the email address listed on the Provider Account
Detail page. If an email notification is selected and a corresponding email address does
not exist, an email notification will not be sent.

On the Provider Account — Site List page, complete the following steps to finish these
instructions:

1. Click the Provider Email Notification tab. The Provider Email
Notifications page displays.

Acct, Detail [ sites | Provider Email Notification | Agreements |

Select the events to receive the emal notification,

Motify me when. ..

Provider
™ 278-Authorizations File is Available

[ Ending Authorizations File is Available
™ Provider Account Inactivated
[T Mew Agresment Attestation is ready

2. Update the following check box selections as necessary:

o 278-Authorization File is Available

» Ending Authorizations File is Available
» Provider Account Inactivated

» New Agreement Attestation is ready

3. Click Save.

19
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Viewing and/or Updating a Provider Account's Agreements

Use these instructions to view and/or update the agreements required between the
provider and the CRO for the enrollment of the provider account.

On the Provider Email Notifications page, complete the following steps to finish these
instructions:

1. Click the Agreements tab. The Provider Account Agreements page
displays.

Acct. Detall | sites | Provider Email Notification |  Agreements I

Current

lick.on the Wiew link For the lire ibem o view the document previcusty confirmed.

Effective Date Range

Liakily Insurance (Paper) 1 2]06{ 2004 S04 [Z004 - 10/04[2005  On File
ety Insurance (Faper) 12/01{2004 10042004 - 10/04/2005  OniFle
Pobee Check (Paper) 71472004 1042004 - 10/04/2005 O File
skl Insurance (Paper) 12/05{2003 10042003 - 10/04/2004  On File

2. To update current payee agreements, select the | Agree link under
Current to view and confirm a specific agreement. The | Agree page for
provider accounts displays when clicked.

-amgm-_ Micrasolt Internct Explorer =101 %]

BO®- - [MEROE K [+ s [0 T-B Q

"Gruz’c e 0m&E|e -

[ Trumbnsis " Bookmatks
|

TMMnfMMmEﬁqmcmmmmpql(ﬂiﬂl”hﬂf“lllﬂmwnlﬁmh
Bl el v aT 1011 v m BSxiiin [0 = 8 4

I Have Read The Document And I Agree
[~ Taree — | Close |

)

3. Click I Agree. The Provider Account Agreements page displays and the
Historical table is refreshed to display the newly "agreed to" document.
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Provider Accounts

Effective Dale Range Document
skt Insurance (Paper) 12/06{2004 W0f04J2004 - 10042005 On File
Lisbilty Insurance (Paper) 1Z2/01{Z004 JOJOH 2004 - 10/04/2005  OnFile
Polce Check (Paper) O7J14{2004 10f04/2004 - 10/04/2005 O File
skt Insurance (Paper) 12/06(2003 10/04/2003 - 10/04/2004  On File
1 4 records
6|

4. To view detailed information about historical payee agreements, select the
PDF link under Historical.
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Claims

Entering, Updating, and Checking an Online Claim

Use these instructions to enter, update, and check an online claim.

€Note: The claims entry page is displayed by using a variety of methods. These
instructions will guide you using all available methods. Therefore, depending on which
method is used to access the claims entry page, some of the steps in these instructions
may be optional.

Complete the following steps to finish these instructions:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

2. Select the Claim Entry sub-menu option. The Claim Entry (Service tab)
page displays.

3. If necessary, enter the full Authorization Number or search for an
authorization. For more information, see How Do | Search for an

Authorization.
Service | Assistive Tech | Transportation |
Authg = ~ Patient Acct,

"Elaim Detail

0 records

Claien Total Chorges s0.00
T

4. Select the Enter Service Line button to add the detail line items for this
claim. The claim entry page (specific to the service line you are adding)
displays.

5. Complete all of the required information on this page to enter a line for the
claim. Fields marked with an asterisk (*) are required.

NOTE: Enter the total charges for the service; not per unit charge.

73 Claim - Service Line ltem Information - Microzoft Intemnet Exploter provided by Covaneps

service Line 1 serviceDate #] | - Unit Conversion -
Location Code #] =| [ Second Service for the Same Date 1 Unit = 15 Minutes Liniess
EI Code # [reoie =] cpr ® -~ gﬁmﬁ"‘“
1009 Code # -~ -

Units * Charges & *
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6. Click Add to Claim to save your information.

Sewll:el Assistive Tech | Transportation |

Auth g ® AHERE167919-8

Patient fcct,

"ELGim et J
[Dotai | Lmo | Daic | LocawoncCode | EiCode | €pT | icod | nas | Charges | Deleie
] 1 OM13j2005 Home 022 95851 001 12 $15.00  HEEE
1 records
Claim Tokal Charges $15.00

(“reset ] wock | heckcioim B Subt

«Tip: All line items are displayed for the claim. The total dollar value of all of the line
items on the claim is displayed in Claim Total Charges at the bottom of the page. A
Detail icon is available for each line item. You can click the Detail icon to edit a specific

line item. Or, you can click the Delete icon to remove a specific line item from the
claim.

7. Click the # icon in the Detail column for a specific line item. The claim
update page (specific to the service line you are updating) displays.

8. Update any of the information on this page as necessary. Remember,
fields marked with an asterisk (*) are required and cannot be left blank.

73 Claim - Service Line ltem Information - Microzoft Intemnet Exploter provided by Covaneps

Serviceline 1 Service Date ®07/1302005 & Unit Conversion

Location Code #[Home =] [ Second Service for the Same Date 1 Linit = 15 Minukes Unless
El Code # [z =] cpr » osas1 o) mm&m in the
ICDa Code # 001 -

Units # 12 Charges ¢ #* [15.00

[“reset—fclose —J ~Update cloim

9. Click Update Claim to save your changes.

«Tip: You can also click Close to exit the page without saving any changes, or click

Reset to undo any changes made on the page and restore the previously saved
information.

10.Click Check Claim to perform the application's validation edits on the

claim without submitting the claim. (You can still update the claim if
necessary when checking a claim.)
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tw Check Claim ks complete. Please Submit the Claim for Payment.

Service Assistive Tech Ir tation

Auth# ® ASTEIETHIGE Patient Acct.

Claim Detall

[‘Dotsdl | Uine | " [ Location Coue [ 61 Code | T wos | unts | Charges | Disailowed | Denied |

3 1 O30S Home = [ 12 £15.00 $0.00 $0.00
1 1 records
Claim Tatal Charges $15.00

[Srese Y Backe—F ik Cim 3 S

«Tip: After the system validation edits are complete, you are shown whether the claim
will pass or fail when it is submitted. At this point the claim has not been saved to the
database and may be corrected if necessary. Individual line items may still be added to
the claim, updated on the claim, or deleted from the claim. The Check Claim button may

be clicked multiple times to perform many checks on the claim until the claim is actually
submitted.

11.0nce the claim entry is complete and has been checked thoroughly, click
Submit to save the claim to the database.

1Ll The New Claim 1d is D50713-5006- 10000

Service Assistive Tech Tr:

ahg s 1 Patient Acct.

Claim Detal

Claim Total Charges $0.00

e

[Reser | Bock ] Check o] Subwt_|

“Note: A claim that has been submitted to the database may still be updated after
submission by clicking the Correct Claim button on the Claim Detail page. However,
once the claim status is Paid, the claim can no longer be corrected.
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Entering a Service Line to a Claim

Use these instructions to enter a service line item to a claim.

On the Claim Entry (Service tab) page, complete the following steps to finish these
instructions:

26

1.

10.
11.

Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

Click Enter Service Line. The Claim — Service Line Item Information
page displays.

73 Claim - Service Line ltem Information - Microzoft Intemnet Exploter provided by Covaneps

Service Line 1 ServiceDate #]  |o Unit Conversion
Location Code # =| [ second Service For tha Same Diate: 1 Linit = 15 Mrwses Linless
EI Code # [0e =] cpr * -~ 22*;’;‘;2?;‘;‘;:‘,““'“ e
103 Code # B .

Units * Charges § #®

| —reset— J—Cigse— | —#dd &5 Claim — |

Enter the Service Date. You can click the % icon to select the date from a
calendar.

Select a Location Code for the service line.
If applicable, select the Second Service for the Same Date check box.

View the El Code for the authorization. This information is read-only and
cannot be changed.

Enter the CPT code for the service line. You can click the +~ icon to
search for a specific CPT, then select a specific CPT in the Select CPT
table.

Enter the ICD9 Code for the service line. You can click the #~ icon to
search for a specific ICD9, then select a specific ICD9 in the Select ICD9
Code table.

Enter the Units. 1 unit equals 15 minutes of service time.
Enter the Charges $.
Click Add to Claim.



Claims

Entering an Assistive Tech Line to a Claim

Use these instructions to enter an Assistive Tech line item to a claim.

On the Claim Entry (Service tab) page, complete the following steps to finish these
instructions:

1.

© N o O

Click the Assistive Tech tab. The Claim Entry (Assistive Tech tab) page

displays.
SEriCE [ Assistive Tech I Transportation I
Auth g = - Patient Acck,

“Claim Detail

O records

Claim Total Charges $0.00 Eter Assistive Tech Line d
[~ heset | Bock [ check claim | —subrot |

Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

Click Enter Assistive Tech Line. The Claim — Assistive Tech Line ltem
Information page displays.

43 Claim - Assistive Tech Line Item Information - Microsoft Intemnet Explorer provide... 9 [=] E3

AT Line Purchase Date & - Unit Conversion

HCPCS Code %[ =] | 1 Unit=1 Ttem 1
Units #* Total Charges ¢ *

Enter the Purchase Date. You can click the ¥ icon to select the date from
a calendar.

Select the HCPCS Code for the Assistive Tech line.
Enter the Units. 1 unit equals 1 item.

Enter the Total Charges $.

Click Add to Claim.

27



Indiana First Steps Provider Account Management Quick Reference Guide

Entering a Transportation Line to a Claim

Use these instructions to enter a transportation line item to a claim.

On the Claim Entry (Assistive Tech tab) page, complete the following steps to finish
these instructions:

1.

11.

28
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Click the Transportation tab. The Claim Entry (Transportation tab) page

displays.
Service I Assistive Tech I Transportation I
Auth e = Patient Acct.
0 recorids
Clair Tatal Charges $0.m
Sres

Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

Click Enter Transportation Line. The Claim — Transportation Line ltem
Information page displays.

E Claim - Tranzportation Line [tem Information - Microzoft Internet Explorer provided by Covansys
Transportation Line Travel Date ® & Uik Canversion -
I Second Transportation Service for the Same Date 1 Uik = 1 e or I Trip
EICode # = PT ®
Units #* Charges 3 #

“reset | close B~ Add o Claim |

| Orecords |

Enter the Travel Date. You can click the % icon to select the date from a
calendar.

If applicable, select the Second Transportation Service for the Same
Date check box.

Select the El Code for the transportation line.
Enter the CPT code for the transportation line.
Enter the Units. 1 unit equals 1 mile or 1 trip.
Enter the Charges $.

In the Select CPT table, select a CPT to insert for the transportation line
as necessary.

Click Add to Claim.



Claims

Searching for a Claim

Use these instructions to search for a claim that currently exists within the database.
Complete the following steps to finish these instructions:

1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
Select the Search sub-menu option. A sub-menu displays.

Select the Claims sub-menu option. The Search Claims page displays.

Search Criteria

- Claim # ~ Authorization
| Claim # Authorization #
- Provider Account Provider Name
¢ | Provider Acct Last Name
First Name
_ Child 1d ~ Child MName
c Child 1d Last Name
First Name
- Payment Reference Number ~ Date Range
Check Number Type |Submined Date ’l
0 Start Date &
End Date &
T e
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4. Select the appropriate radio button and enter filter criteria in the following
radio button fields as necessary to perform a search. Only one search
criteria may be selected.

e Claim #
e Authorization #
» Provider Acct
e Provider Name
« Last Name (Provider)
o First Name (Provider)
e ChildId
e Child Name
e Last Name (Child)
» First Name (Child)
e Check Number
» Date Range

o« Type
o Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays a list of claims that match the specified search

criteria.
Search Filter
Al Claims
Cladm List
P ﬂ OS0517-2100- CARTER, {hid SEFEIETILG  CfEOFIO0E 05172005 Octupstional Therspist, Provider
10937
B A  OSOS0Z-2100-  CARTER, Chid 167919 DAZONZ002 DEMZIZ005  Dccupational Therapist, Pravider
10980
‘.J 2 ﬂ rS0802-2100- CARTER, Chid WIS1LTILS  CAf20MR002 0EJ02f2005  Ocoupstional Therapist, Provider
10951
- ﬂ 020613-30-10045  CARTER, Thid SEPEIETOLY  ORfIOf2002 O5I02{2005  Ocoupational Therspisk, Provider
.,J A] 060613-30- 10046  CARTER, Chid SEE16TILY  CRFEDIZ00Z 0S02/2005  Ocoupational Tharapist, Prcvider
e i) A OEO7135005-  CARTER, Chad FESI6TILG  ORZONE00E 07132005 Dccupational Therapist, Pravider
1000
1 & records
Pt
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Claims

Printing a List of Claims

Use these instructions to display a printer-friendly list of claims that can be printed on
your printer.

On the Claim List page, complete the following steps to finish these instructions:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

&Note: Depending on your browser, the steps required to print a web page may differ.
Please refer to your browser's online help system for the printing options that are specific
to your browser.
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Viewing the Details of a Claim from the Claim List

Use these instructions to display detailed information about a claim from the Claim List
page.

On the Claim List page, complete the following steps to finish these instructions:

1. Click the +~ icon in the Detail column for a specific claim. The Claim
Detail page displays.

IClsim & DS0SLT-2 100-10537 Patient Acct.

Auth & ASATE1LTSL 58 Submitted Date OS] 2008
Total Amount Blled  §85.56 Adjustment Reason  Hone
Status Paie]

“Clairn Cire Detall

Location | ElCode
Cote

F18  4[2HI005 Undstermingd j i j 7530 4 $86.56 £0.00 30,00 Kone $0.00 485,56/
1 1records |
lisdo Back

2. View the claim's detail information.
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Claims

Printing the Details of a Claim

Use these instructions to display a printer-friendly page that contains detailed claim
information that can be printed on your printer.

On the Claim Detail page, complete the following steps to finish these instructions:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

&Note: Depending on your browser, the steps required to print a web page may differ.
Please refer to your browser's online help system for the printing options that are specific

to your browser.

33




Indiana First Steps Provider Account Management Quick Reference Guide

Viewing the Details of an Authorization from the Claim List

Use these instructions to display detailed information about an authorization from the
Claim List page.

On the Claim List page, complete the following steps to finish these instructions:

1. Click the Auth icon next to a specific claim in the Claim List table. The
Authorization Detail page displays.

duthorization Sumber  ASEFE1LTILS-S Authorization Status  Active

Service Type Cooupstional Therapy Dates 03{Z9/2005 To 09/15/2005

Authorization Type SErvicE ENT. Camncel Date

Aock OO0 447 -450 Provider Coupabional Therapist, Provider

Frint Date 04032005 Service Coordinator  Sanvits Coordnator, Provider
Phene S59-555-000

TAlTRGrEaton Line

EiCode |

W02 Dwect Chid Treatment-Indvidus L Mgk i} e
i Lrecords
ot ] Comttry [hoa

2. View the authorization's detail information.
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Claims

Viewing the History of a Claim

Use these instructions to display a complete history of a claim.
On the Claim List page, complete the following steps to finish these instructions:

1. Click the History icon next to a specific claim in the Claim List table. The
Claim History List page displays.

Cllaim History List

Child Nama Amourt Bled | ¥ Updated
Date

SATE1ETILG 032012002 $86.56 osl18/a005 05185005

F3)

ﬂ OEELT-Z000- CARTER, Child
107

2. View the claim's historical information.
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Viewing the Details of a Claim from the Claim History List
Use these instructions to display detailed information about a claim from the Claim
History List page.

On the Claim History List page, complete the following steps to finish these

instructions:

1. Click the +~ icon in the Detail column for a specific claim. The Claim
Detail page displays.

IClsim & DS0SLT-2 100-10537 Patient Acct.

Auth & ASATE1LTSL 58 Submitted Date OS] 2008
Total Amount Blled  §85.56 Adjustment Reason  Hone
Status Paie]

Location | ElCode cPT
Cote

18 £[2HI00S Urdetermined T s 97530 4 $56.55 £0.00 0,00 Kohe $0.00 %8556/

1 1records |
[“Frnt ]

2. View the claim's detail information.
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Claims

Viewing the Details of an Authorization from the Claim History
List

Use these instructions to display detailed information about an authorization from the
Claim History List page.

On the Claim History List page, complete the following steps to finish these
instructions:

1. Click the Al icon next to a specific claim in the Claim History List table.
The Authorization Detail page displays.

Authorization Mumber  ASTE1ETILS-A fusthorization Status  Active

Service Type Cooupstional Therapy Dates D3[ZHE00E  To O9)L5/2005

Authorization Type SErvicE ENT. Camncel Date

Aock OO0 447 -450 Provider Coupabional Therapist, Provider

Frint Date 04032005 Service Coordinator  Sanvits Coordnator, Provider
Phene S59-555-000

TAlTRGrEaton Line

EiCode |
Ne0wz  (Dinet Chid Trectment-indvidudl 1 Wigek 50 B = §

1 1 records

| Prink— | S Chinr — | =T Eritry— | [ Bad]

2. View the authorization's detail information.
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Searching for an Authorization

Use these instructions to search for an authorization that currently exists within the

database.

Complete the following steps to finish these instructions:

1. On the Provider Account Management pull-down menu, select the

Provider Billing menu option. A sub-menu displays.

Select the Search sub-menu option. A sub-menu displays.

3. Select the Authorizations sub-menu option. The Search Authorizations

page displays.

“Search Criteria

~ Child 1d

To perform a search select a search option, enter the search criteria and then select the Search button,

¢ | Child1d

- Authorization

r~ | Authorization #

- Provider

- | Last Name
First Name

~ Child Name
| Last Name
First Name
- Date Range
Type ISlart Date 'l
€ | start Date &
End Date &
e
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4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search: Only one search criteria may be
selected.

e Claim #
e Authorization #
» Provider Acct
« Provider Name
» Last Name (Provider)
o First Name (Provider)
e ChildId
e Child Name
e Last Name (Child)
» First Name (Child)
e Check Number
o Date Range

e Type
o Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Authorization List page displays a list of claims that match the specified
search criteria.

Search Alter

"Search Results

& chig Lo ware | Chid it Hams | CRa> | 008 | Siaus | Providr
hid

yel (€] AseReI6ro15-8 OAIHAO0S CE19I0S CARTER STOIETINS (A uctive Cocupationsl

Lt 1 recards
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Authorizations

Printing a List of Authorizations
Use these instructions to display a printer-friendly list of authorizations that can be
printed on your printer.

On the Authorization List page, complete the following steps to finish these
instructions:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

£Note: Depending on your browser, the steps required to print a web page may differ.
Please refer to your browser's online help system for the printing options that are specific
to your browser.
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Viewing the Details of a Claim from the Authorization List

Use these instructions to display detailed information about a claim from the
Authorization List page.

On the Authorization List page, complete the following steps to finish these
instructions:

1. Click the claim (€] icon in the Detail column for a specific claim. The
Claim Detail page displays.

IClsim & DS0SLT-2 100-10537 Patient Acct.

Auth & ASATE1LTSL 58 Submitted Date OS] 2008
Total Amount Blled  §85.56 Adjustment Reason  Hone
Status Paie]

Location | ElCode cPT
Cote

18 £[2HI00S Urdetermined T s 97530 4 $56.55 £0.00 0,00 Kohe $0.00 %8556/

1 1records |
[“Frnt ]

2. View the claim's detail information.
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Viewing the Details of an Authorization from the Authorization

List

Use these instructions to display detailed information about an authorization from the

Authorization List page.

Authorizations

On the Authorization List page, complete the following steps to finish these

instructions:

1. Click the #~ icon in the Detail column for a specific authorization. The

Authorization Detail page displays.

Authorization Mumber  ASTE1ETILS-A fusthorization Status  Active

Service Type Cooupstional Therapy Dates D3[ZHE00E  To O9)L5/2005

Authorization Type SErvicE ENT. Camncel Date

Aock OO0 447 -450 Provider Coupabional Therapist, Provider

Frint Date 04032005 Service Coordinator  Sanvits Coordnator, Provider
Phene S59-555-000

TAlTRGrEaton Line

EiCode |

NEDEZ Direct Chid Treatmeent -Indridual 1 CFT
1 1 records
Uik Tl |l Eritry— | Bk

2. View the authorization's detail information.
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Printing the Details of an Authorization
Use these instructions to display a printer-friendly page that contains detailed
authorization information that can be printed on your printer.

On the Authorization Detail page, complete the following steps to finish these
instructions:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

£Note: Depending on your browser, the steps required to print a web page may differ.
Please refer to your browser's online help system for the printing options that are specific
to your browser.
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Authorizations

Viewing CPT Information for an Authorization

Use these instructions to view CPT information for a specific authorization.

On the Authorization Detail page, complete the following steps to finish these
instructions:

1. Click the CPT link next to a specific authorization in the Authorization
Line table. The CPT page displays.

a CPT For El Code - Microzalt Internet Explorer provided by Covanzys

ElCode X802
CPT Detail -
CPT Description EndDate |,
95851 Range of motion measurements and report (separate procedure); sach sdremty (echudng band) 117132003 1213003999
o sach trunk section (gpine)
97504 Cethotic(s) fitting and training, upper extremity(ies), lower extremity(ies), andor trunk, each 15 11§13/2003 12j30/33%3
mirutes
BFSI0 Proethetic braining, upper and/or lver extremities, sach 15 mintes 11{15/2003 12f30{399%9
7530 Therapeutic activities, direct {ons-on-one) patient contack by the provider (use of dynamic 11132003 1210
activities to improve functionsl performance), each 15 minukes
Ny i ialames sk of ssmmibiis abi¥e be mrmencis sbbaatiee s sss s moskless sanbdes e edodes 4 8 dam Py L e aiea)
i 9 records
Claxe

2. View the authorization's CPT information.
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